APPLICATION FOR RECORDS DISPOSITION STANDARD | /"/Zi’/ miarta

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, \f{.ma;,n ment Systems Division

p

3. Dept,, Division, Subdivision & Admm‘is*rmg Office Address FOH RECORDS MANAGEMENT DIVISION USE
Department Of Staff Services | Date Received Applncanon No D;t;RCOﬁ'lp;!!’d
Division of Personnel o | i a5’ 75-42 197
100 Peachtree Street, N.W. f '

SU'i te -”00 | . : 1. Ap:plucat-on Datg 2. Dept Applncanon No.
Atlanta, Georgia 30303 ' 3/19/75

4. Person to Contact - — |8 WO!klhg Title ; ' . — 6, ‘ferlre'prhone No.
Mr. Ronald T. Jones Manager of Employment | 586-5230

r

;. ACTION REQUESTED | | '

X ESTABL!SH DISPOSITION STANDARD: DISPOSE OF PRESENT ACCUMULATIONS:
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
4 l ) :
8. Earliest & L_atest Dates of Series B Exact Series Title I
1972 - Present Employment Applications File

10. What is the functron of the office in which this record series is created?

The Division of Personnel is responsible for the establishment and adm1n1ster1ng of
personnel procedures for the Authority.

The Division develops and maintains adequate recruitment sources to meet the manpower
needs of the Authority. It maintains personnel records, with the exception of the
Division of Transportation and Maintenance. Spec1f1ca11y, it develops, implements,
and monitors the Authority's compensation and benefit programs, employee performance
evaluation plan, and a continuing employee relations program for personnel at all
levels within the Authority. Also, this division monitors and enforces the
Authority's Affirmative Action Program.

1

11. This file contains the following documents {include form numbers and titles, if any, and file arrangement)

Documents relating to: App'l'icat'ions for Emp'loyme"nt.

Inciuded are:  Application forms, routing sheets, resumes, and correspondence.

File is arranged: Alphabetically. by job code, thereunder, alphabetically by name of
applicant, by year.

. ATTACH SAMPLES OF THE FILE

12. Equipment Occupied No. of Drawers Cu. Ft. of Records No. of Drawers Cu. Ft. of Records

Annual Rate of AEcumu\;:né‘n A

Letter-size File Drawers /‘ f \\\v : . R Ny h%‘—& ,.] (
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QUEST[ONNA|RE Place an “x* in the proper column If apswer is “YES." please explain

YES NO
13. (X 1] [ 1ts this the Recorfd Copy of the series?

14.{ 1 {X ]Istherea dupllcatuon of this series in another office or agency? -~

15.0 1 [X 11s the |nformat|on contamed in this serles ever summanzed or pubhshed‘ Attach copy.

16. [ ] [X ] Does the series contain cIarssified information requiring securlty handling?

17.0 1 [X ] Does the series irritiaté. amend or terminate agency policies and procedures?.

18. [X] { 1 Could the function be -performed if the files were lost or destroyed? | .

19.0 1 {X 7 Is the series {or major portion of it} regularly microfiimed? If yes, why?

20. ‘[ I b ¢ ]. Does the recordjferies provide data as input to an EDP file?

21. [ 1 (X1 Does the record series contain documentation produced as EDP printout?

2.0 1 [X ] Has the Federal Government issued instructions governing retentlonfdrsposmon of these fnles"

EEO Discrimination Legislation
23. [ 1 [x ] wil there be a need for these records 10, 15 years from now? If yes what"

P—a——r——-*r——*»—e. =T T == T = T T T e T AT N L R K

24. REQUIREMENTS. The following requires the files to be kept _ 3. __years:

a. [ ]STATE b.[ ]STATUTE OF ¢ [ JAUDIT d. [ ]FEDERAL e. [X]ADMINISTRATIVE f. [ ] HISTORICAL
LAW LIMITATION - " PERIOD LAW DECISION VALUE
*(Cite "Law, Statute, or other reason for the retention requirement) :

. + A T A 41D

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each

-pd'CALENDARVEAR -1 | FISCAL YEAR -[ 1 Other

Hold in the current files area . _monthisy/___ 1 _ year(¥):
X Transfer to [Y ] State Records Center | | Local Holding Area; hold __*gﬁ_._year(s):
X | Destroy.

Transfer to Archives for permanent retention.
Destroy immediately after cut off.
Other: (Specify)

— e — ) — —

{Indicate briefly rationale for recommendations above/or write additional remarks):

EEO Legislation requires that charges for discrimination of employment be brought

within 3 years of denial. A1l applications in the same class as the denied applicant
must be retained in order to prove or disprove d15cr1m9t1on charges. ,

i i " - S 7 T T S i 0

——— e T S

[ 26. APPROVALS

" Approved rtment Records Management C}f_fuc r. Date Qara Legal 5ounsel Date
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